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1. [ PURPOCSE AND SCOPE 8§8522. 40

a. Each inmate commtted or transferred to a Bureau of Prisons
institution shall becone involved in the institution's Adm ssion
and Orientation (A& Program The Warden shall ensure that
staff involved with this programoffer each newly commtted
inmate an orientation to the institution, to include information
on institutional requirenments and, whenever practicable, visits
to the various areas of the institution. The institution A&
Program al so shall provide the innmate with an awareness of the:

(1) Inmate's rights and responsibilities;
(2) Institution's program opportunities; and
(3) Institution's disciplinary system

b. Pretrial inmates and i nmates in hol dover status (en route
to a different institution) are excluded fromthe provisions of
this rule.] (Except as provided in Sections 7.a. and 7.b.)

An effective A& Program provides i nmates w th val uabl e
information regarding institution and unit regul ations,
operations, and program opportunities. 1In addition, A&O
prograns provide staff with an opportunity to identify and assi st
i nmat es who may be experiencing difficulty adjusting to
i ncarceration.

The Bureau’s A&0O Program consists of two separate and di stinct
conponents; an Institution conponent and a Unit conponent.
Institution A&O prograns, whether centralized or decentralized,
provide inmates with general information regarding institution-
wi de regul ati ons, operations, and program opportunities. Unit
A&QO programnms, on-the-other-hand, provide information that is unit
specific and only for inmates assigned to that unit.

[ Bracketed Bold - Rul es]
Regul ar Type - Inplenenting Information
2. SUWARY OF CHANGES. This revision includes the follow ng
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changes:

I Acourse entitled Diversity in the Crimnal Justice System
has been added to the institution A& Program

Both the Institution and Unit A&O Checklists (BP-S518 and
BP- S597) have been revi sed;

Procedures docunenting inmate participation in the
institution and unit A&O conponents have been streanlined;

Unit A&O procedures have been clarified;

The A&O or overflow Unit O ficer will provide newy arrived
inmates in their unit with information on the unit’s safety
and security procedures;

Unit staff will provide Unit orientation to inmates who
transfer fromone unit to another within the sane
institution;

The tinme frames for conpleting the Institution and Unit
portions of the A& Program have been revised;

Pretrial innates will receive orientation in accordance with
both this Program Statenent and the Program Statenent on
Pretrial |nnates;

I nmates in hol dover status and detainees will be provided
orientation information as specified in Section 7 of this
Program St at enent; and,

| nmat es i ncapabl e of participating in the A& Program are
exenpted fromit.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Each inmate commtted to a Bureau institution wll
participate in both conponents of the A& Program whi ch have been
approved by the \Warden.

b. Inmates will be provided an opportunity to receive
extensive information regarding institution operations, program
availability, inmate rights and responsibilities, and the
Bureau’ s disciplinary process.
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c. Inmates will be provided an opportunity to neet with their
assigned unit teamto receive nore specific information relative
to their unit.

d. Inmates identified as having problens coping with
incarceration will be identified and assi st ed.

e. An inmate’'s participation in the A& Programw || be
docunent ed.

f. Time frames for conpleting the A& Programw || be
mai nt ai ned.

4. DI RECTI VES AFFECTED
a. D rective Rescinded
PS 5290. 11 Adm ssion and Orientation Program (3/5/98)

b. Directives Referenced

PS 1505. 03 Language Transl ations Used in Oficial
Docunent ati on (10/31/97)

PS 5264. 06 Tel ephone Regul ations for Inmates (12/22/95)

PS 5290. 12 | nt ake Screening (3/16/99)

PS 5322. 11 Cl assification and Program Revi ew of | nmates
(3/11/99)

PS 7331. 03 Pretrial Inmates (11/22/94)

c. Rules cited in this Program Statenent are contained in
28 CFR 522.40-42.

5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards
for Adult Correctional Institutions: 3-4216, 3-4272, 3-4273,
3-4274, 3-4275, 3-4276, 3-4277, and 3-4278

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF-4A-01 and 3- ALDF-4A-02

c. Anerican Correctional Association Second Edition Standards
for the Adm nistration of Correctional Agencies: 2-C0O4A-01

6. DEFINITIONS. The following ternms are defined for the purpose
of this Program Statenent.
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a. Holdover. An unsentenced or sentenced inmate who is
tenporarily housed at an institution for the purpose of a federal
wit or warrant of renoval; a parole violator, special parole
termviolator, mandatory release violator, awaiting a disposition
hearing; a convicted state prisoner on a federal wit or non-
federal detainer; a state co-op; or a sentenced inmate being
transported to his or her initial designated facility.

b. Detainee. An unsentenced inmate held in custody. This
i ncludes INS detainees held in custody for the Immgration and
Nat ural i zation Service (INS). (INS detainees are coded in SENTRY
as A-INS).

c. Assigned Unit. The official housing unit the inmate wl|
be living in while at the institution.

d. “Central” AR Unit. A unit which houses tenporarily al
newly commtted i nmates specifically for participation in the
institution A&  Program

e. Tenporary Unit. A unit which houses inmates tenporarily
due to the |l ack of bed-space in the inmate’s assigned housing
unit.

f. Inmate Handbook/Orientation Materials. Reference materi al
provided to an inmate regarding the institution s procedures,
operations, and program opportunities.

g. “Master” Checklist. The original formBP-S518 which is
used to docunent the date and instructor for each A&O cl ass
presented in the institution A& Program

7. PRETRI AL, HOLDOVER, AND/ OR DETAI NEE PROCEDURES

a. Normally, pretrial inmates are not required to participate
in either conponent (institution or unit) of the Bureau' s A&O
Program (see Section 1.b. of this Program Statenent). However,
for the safety and security of the institution as well as other
inmates, and staff, pretrial inmates at a m ni num nust receive
and acknow edge receipt of the follow ng information/forns:

(1) Inmte R ghts and Responsibilities;

(2) The Bureau’s Prohibited Acts and Disciplinary System
and,

(3) Conpletion of the Inmate Acknow edgnent forns
(BP-$S407/ 408) .
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Providing other information, material, and/or fornms is optional
at the Warden’s discretion

At the Warden's discretion, pretrial inmates may al so be given
the institution s A& handbook or materials, particularly if an
extended pretrial status is anticipated. Finally, in sone cases,
the Warden nay require pretrial inmates to participate in a ful
or nodified Unit A& program

The above information/fornms nmust be filed in the inmate’s drop
file or in section 3 of the Inmate Central File.

b. Normally, holdover inmates are not required to participate
in either conponent (institution or unit) of the Bureau' s A&O
Program (see Section 1.b. of this Program Statenent). However,
for the safety and security of the institution, other innmates,
and staff, holdover inmates at a mnimum nust receive and
acknow edge receipt of the following information/forns at their
first hol dover facility:

(1) Inmate Rights and Responsibilities;

(2) The Bureau’s Prohibited Acts and Disciplinary System
and,

(3) Conpletion of the Inmate Acknow edgnent forns
(BP-$S407/ 408) .

Once hol dovers have received the above information and forns,
t hey need not be provided them again at subsequent en-route
institutions except as noted bel ow.

Not e: Compl eting and/or verifying the information provided on
the I nmate Acknow edgnment form (BP-S408) is required at
each hol dover facility (refer to the Program St atenent
on I ntake Screening for procedures regardi ng conpletion
of the BP-$408).

Providing other information, materials and/or fornms is optional
at the Warden’s discretion

Inmates initially housed in the Special Housing Unit (SHU wll
be provided, during the Intake Screening process, with
i nformation regarding SHU safety and operation procedures. This
can be acconplished by providing witten material or through
di scussi on.
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The housing Unit Oficer will provide safety and operation
procedures information to inmates initially housed in general
popul ation as specified in Section 9.c.(2) of this Program
St at enent .

Acknow edgnment of receipt of the information/forns indicated in
7.b.(1)(2) and (3) of this Program Statenent nust be filed in the
inmate’'s drop file or in section 3 of the Inmate Central File.

Odinarily, inmates in hol dover status nove pronptly to their
designated institution and therefore, traditional A& progranm ng
is not effective. However, at the Warden's di scretion, hol dover
inmates may al so be given the institution’ s A& handbook or
materials, particularly if an extended hol dover status is
anticipated. Finally, in sonme cases, the Warden may require
hol dover inmates participate in a full or nodified Unit A&O
Pr ogr am

c. A-INS detainee inmates will participate in both conponents
(I'nstitution and Unit) of the A& Program unless they have
previously participated in an A& Program at the current
institution.

Non A-INS detai nees need not participate in the A& Program
however, for the safety and security of the institution, other
inmates, and staff, detainee inmates at a m nimum nust receive
and acknow edge receipt of the follow ng information/forns:

(1) Inmate Rights and Responsibilities;

(2) The Bureau’s Prohibited Acts and Disciplinary System
and,

(3) Conpletion of the Inmate Acknow edgnent forns
(BP-$S407/ 408) .

Inmates initially housed in the SHUwII| be provided, with
informati on regardi ng SHU safety and operati on procedures during
the Intake Screening process. This can be acconplished by
providing witten material or through di scussion.

Inmates initially housed in general population will be provided
safety and operation procedures by the housing Unit Oficer as
specified in Section 9.c.(2) of this Program Statenent.

Acknow edgnment of receipt of the above information/forns
(7.c.(1), (2), and (3)) must be filed in the inmate's drop file
or in section 3 of the Inmate Central File.
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8. [RESPONSIBILITY 8522.41

a. The Warden shall assign to a staff nenber the
responsibility to coordinate the institution's A& Program ]

The A&O Coordinator's role will be assigned to an experienced
staff nmenber, and ordinarily will not del egated bel ow t he
departnent head level, to ensure that the institution s A&O
Progranmi s goals and objectives are being net. Odinarily,
oversight responsibility over the A&  Coordi nator and programis
assigned to an Associ ate \Warden.

Unit Managers will be responsible for devel opi ng and nonitoring
the A& Program for their unit(s).

[b. Staff involved in the lecture portion of the A&  Program
shal | develop an outline of the information they wi sh to include
in their presentation.]

The Associate Warden will ensure each departnment presenting
| ecture material develops a | esson plan which contains pertinent
and thorough information regarding the topic. The A&O
Coordi nator will maintain | esson plans which nust be revi ewed
annual | y.

[c. Staff shall develop witten orientation nmaterials to
suppl enent | ectures and di scussi ons. |

Institutions may devel op an | nmate Handbook and/or provide
inmates with witten materials to suppl enent the A& Program
There may be sonme topics or presentations which will not require
using reference materials. Such materials are not intended to
replace |l ectures and group di scussi ons; however, inmates
classified as pretrial, holdovers or detainees may receive
witten material to read in lieu of |ectures and/or group
di scussi ons.

When a literacy problem prevents an inmate from understandi ng
A&O information, a staff nmenber will offer that inmate
assistance. If an institution has a significant nunber of non-
Engl i sh- speaki ng i nmates, A&O Program information (including
witten materials) nmust be nade avail able in the appropriate
| anguage(s) .

During the A&O process, any inmate not fluent in English should
be advised of the availability of translated docunents. (Refer to
t he Program St atenent on Language Transl ations Used in Oficial
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Docunent ati on for additional information regarding the
translation of material).

[d. A staff nenber involved in the A& Program who believes
that an inmate i s experiencing significant enotional stress shal
notify the A&O staff coordinator so that the inmate may be
of fered appropriate assi stance. ]

The A&O Coordinator wll notify the appropriate institution
personnel (i.e., psychology staff) for further evaluation and
assi st ance.

9. [QGU DELINES FOR AN ADM SSI ON AND ORI ENTATI ON PROCGRAM 8522. 42

a. Location. Each Warden shall determ ne the appropriate
| ocation for the institution's A& Program

b. Quarters. Each Warden shall establish procedures for the
assignment of |iving quarters.

c. Activities. The A& staff coordinator is to ensure that
the A& Program provides a full schedule of activities in which
each newy commtted inmate may participate. Schedul ed
activities shall include exposure to prograns responsive to a
speci ali zed need of the inmate, as well as exposure to various
wor k assi gnnments, education progranms, and physical and soci al
activity.]

The A& Programwi Il include, at a mninum all areas
identified on the Institution (BP-S518) and Unit (BP-S597)
Checklists. Blank spaces are provided on both fornms to include
addi tional prograns or topics identified by the institution or
unit that are unique to that institution or unit.

Audi ovi sual presentations may be used when, for security or
other significant reasons, it is not practical for inmates to
attend A&O programm ng. This option should be used only in
exceptional circunstances and nust have the Warden’s witten
approval .

The Associ ate Warden may exenpt an inmate from participating in
the institution/unit A& Program when health services staff
determne that the inmate is nedically or nentally incapabl e of
participating in the programfully. Once the inmate is capable
of participating, he/she will no | onger be exenpted fromthe
program Docunentation is to be filed in section 2 of the
Privacy Folder of the Inmate Central File.
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d. A&O Program Conponents. The A&O Program consi sts of two
di stinct conponents; Institution A& and Unit A&QO. The I ntake
Screeni ng process, which is considered the first step in
orienting an inmate to the institution, is conpleted prior to
participating in the A& Prograns. (Refer to the Program
Statenent on I ntake Screening for specific information provided
during the Intake Screening process).

(1) Institution A&. This conponent provides instruction
and/or information to inmates regarding topics identified on the
Institution A& Checklist. This includes nandatory nationa
policy issues as well as |local issues and procedures.

Odinarily, this segnment will be conpleted within four weeks of
an inmate’s arrival at the institution.

It is highly recommended that inmates conplete the
institution portion of the A& Programprior to their initia
classification; however, this is not mandatory. Note that old
| aw viol ators (Mandatory Rel ease, Parole, and Special Parole Term
and A d Law Supervised Rel ease Violators) are ordinarily
classified wthin two weeks of their arrival at the institution.

Inmates initially housed in a SHUw Il be required to
conplete the institution A& Programordinarily within four weeks
after he or she has been rel eased to general popul ation.

(2) Unit A&, This conponent consists of a Safety
Oientation and Unit Security Overview which the Unit Oficer
provides, and a unit orientation which unit staff provide.

(a) The Unit Oficer will provide the Safety Orientation
and Unit Security Overview on the day the inmate arrives in the
unit (assigned or tenporary) and no later than by the end of the
day (lights out). This segnent will include information about
safety issues (i.e., fire escape procedures, sanitation, snoking
rules, etc.), and the unit’s security procedures (i.e., counts,
accountability, searches, passes, wake-up/lights out, etc.).
When this conponent is conpleted, the Unit Oficer will sign and
date the appropriate section of the BP-S597.

Not e: An inmate initially housed in a SHU w Il be
provided this information as specified in
Section 7.b. of this Program Statenent.

Due to the special mssion of certain units such as a
“central” A& Unit, a tenporary unit, or a SHU, an inmate who
transfers fromthis type unit to an assigned unit wll be
provi ded a safety orientation and security overview by the Unit
O ficer of the assigned unit. Topics which are consistent
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t hroughout the institution do not need to be readdressed;
therefore, only those topics which are unique to the unit or
differ fromprocedures in other units in the institution need to
be addressed. The Unit Oficer will docunent conpletion on the
BP-S597 in the assigned Unit O ficer’s signature bl ock.

(b) Unit Oientation will include an overview of each
unit staff menber’s role and procedures. Unit staff (Unit
Manager, Case Manager and Counsel or) may present their sections
of the orientation jointly or individually; however, all sections
of this conponent nust be conpleted within seven cal endar days
after the inmate arrives in the assigned unit. Unit staff wll
sign and date their section of the BP-S597 when conpl et ed.

| nmat es reassigned to another unit within the institution
for any reason will be provided unit orientation within seven
cal endar days after that inmate’'s arrival in the reassigned unit.
Only those topics which are unique to the unit or differ from
procedures in other units in the institution need to be
addressed. A new BP-S597 will be conpleted when an inmate is
transferred fromone unit to another within the sane institution.

[d. Telephone Calls. Newly commtted inmates shall ordinarily
be permtted to conplete at | east two local or |ong distance
phone calls during the adm ssion process, in accordance with the
provisions in part 540, subpart | of this chapter.]

Part 540, subpart | of this chapter, refers to the Program
St at enment on Tel ephone Regul ations for | nmates.

[e. Length of A& Program An inmate's involvenent in the
institution's A& Programis based on the tinme necessary to
acconplish the program s objectives.]

The Warden will determine the length of the institution s A&O
Program Presenters should have sufficient tine to address each
topic on the Institution A& Program Checkli st thoroughly, and
address i nmate questions and/ or concerns.

[f. Docunentation of A& Program | nvolvenent. Staff shal
prepare docunentation that the inmate has received a copy of the
institution's inmate handouts and has conpleted the institution's
A&O Program Staff shall have the inmate sign and date a copy of
this docunent. The original of this docunent shall be placed in
the inmate's central file.]
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Conpl etion of A& program ng will be docunented on both the
Institution A&  Checklist (BP-S518) and the Unit A&O Checkli st
(BP-S597). In addition, docunentation that the inmate received
orientation information during the |Intake Screening process wll
al so be noted on the Intake Screening Form

(1) Unit A&  Checklist Form (BP-S597). The BP-S597 has
been revised to include the follow ng:

I An additional Unit Oficer signature bl ock has been
added to the formfor the Unit Oficer of a “central”
A&O unit or a tenporary unit to sign and date
i ndi cating he/she provided a safety orientation and
unit security overviewto the newly arrived inmate in
that unit;

An addi tional inmate signature bl ock has been added to
the formfor the inmate tenporarily housed in a
“central” A& unit or tenporary unit to sign indicating
he/ she received a safety orientation and unit security
overview while in that unit;

Staff are to indicate in the specified section of the
form the inmate’s initial housing unit (assigned unit,
A&O unit, overflow unit, or SHU) and date received;

Staff are to indicate in the specified section of the
form the date of transfer froma tenporary unit or a “central”
A&O unit to an assigned unit, if applicable; and

Staff are to indicate in the specified section of the
form the date of transfer froma SHU to a “central” A& unit or
overflow unit, if applicable.

Unit staff providing Unit orientation will sign each
inmate’s Unit A&O Checklist individually upon conpleting their
section. \Wen all areas have been presented, staff will request
the inmate sign and date the form The BP-S597 formw || be
filed in section 3 of the Inmate Central File.

(2) Institution A& Checklist (Form BP-S518). The Warden
has the option of either having each presenter sign each inmate’s
BP-S518 individually or using a “Master” BP-S518.

Using a “Master” A&O Checklist will require each presenter
involved in the institution A& Programto sign and date the
“Master” BP-S518 upon conpleting his or her presentation. The
| ast presenter will sign the BP-S518 prior to presenting his or
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her material to the class. This allows the A& Coordi nator tine
to make copies of the original checklist (“Master”) prior to the
end of the presentation, for distribution to each inmate
participant to sign and date.

The signed copy will then be collected fromeach i nmate and
forwarded to the appropriate unit for filing in section 3 of the
| nmate Central File.

The A&O Coordinator wll maintain the “Master” Checklist and
a list of the inmate participants for each A& cl ass instructed
for three years or until the next Program Review.

The BP-S518 and BP-S597 may be duplicated back-to-back or
used separately, depending on which nmethod is nost efficient for
the institution’s A& Program The approved procedure nust be
addressed in the Institution Suppl enment and used throughout the
institution.

Not e: Nei ther form may be nodified except for the adding
topics or prograns the institution or unit
i dentified.

10. REQUI RED FORMS

1 I nstitution A& Checklist (BP-S518) (formw |l be dated
the sane as the Program Statenent)

Unit A&O Checklist (BP-S597) (formw Il be dated the
sanme as the Program Statenent)

11. I NSTI TUTI ON SUPPLEMENT. Each Warden will issue an
Institution Supplenment that establishes |ocal procedures for
i npl enenting the A& Program The institution will involve the

Regi onal O fice, Correctional Progranms Admnistrator, in
devel opi ng and issuing the Institution Suppl enent.

The Institution Supplenment wll:

! Desi gnate an A&O Coordi nator and specify oversi ght
responsi bility over the program

I ndi cate the location for conducting the Institution
A&O Program

Qutline procedures to ensure | esson plans are devel oped
for each topic in the institution A&  Program
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Qutline procedures to review and update | esson pl ans
annual | y;

Addr ess whether the Unit A& Form (BP-S597) will be
separate or duplicated on the back of the Institution
A&O Checkl i st (BP-S518);

Address whether the Institution A& Checklist (BP-S518)
wll be individually signed by each presenter or
whet her a “Master” A&O Checklist will be used,

Est abli sh procedures to track and reschedul e those
i nmat es who do not conplete all the topics covered in
t he A&O Program

Est abl i sh procedures for assigning living quarters
i ncluding reference to snoki ng preference;

Provi de guidelines for the devel opnent and content of
| nmat e Handbooks, and/or witten material to be
distributed to i nmates; and

Determ ne the extent and scope of the orientation
provided to inmates who are not required to participate
inthe institution and unit A&O Program

/sl
Kat hl een Hawk Sawyer
Director



